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PREFACE

This manual was prepared by the Manpower and Research Division with the
. cooperation and support of the Personnel Operations Division.

It should be useful to both new and experienced recruiters. A careful
reading of the manual should gnable the new recruiter to become quickly
oriented to the major activities involved in the recruitment process. Both new
and experienced recruiters should find the manual helpful as a ready reference
to the instructions and information essential to the proper conduct of interviews

and related administrative activities.
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SECTION 1

1
INTRODUCTION
The accompanying chart porirays graphically the recruiter’s role in fulfilling
the staffing requirements of the National Security Agency.

Personnel needs are determined by the operations and staff elements of the Agency
on the basis of both technical and administrative considerations, such as the nature of
the functions to be performed, workload and priorities, budget, and rate of attrition
of various types of personnel.

The Agency's personnel requirements are grouped roughly into four major cate~-
gories.

1. The analyfic and linguistic category involves meticulous and detailed cnaly=-
sis of communications data encompassing work which is for the most part unique to the
Agency's mission. It is considered that selected Liberal Arts graduates best fulfill the
professional requirements in this area.

2. The scientific and technical category involves research and development
work in the field of communications. The professional aspects of this work are
performed by mathematicians, engineers, and physical scientists.

3. The administrative, managerial, and support category encompasses the work
involved in providing services and support for the effective conduct of operations.
The professional aspects of the work are performed by attorneys, accountants, librar-
ians, psychologists, training instructors, industrial engineers, and others.

4, The trades, crafts, and laboring category encompasses work related to
machining, model-making, printing, and reproduction trades.

In all of these categories, the nonprofessional aspects of the work are performed
by personnel who either have had experience in related work or appropriate training
in high school, trade school, or college, or possess the aptitudes for acquiring the

skills needed.

The current and projected requirements are made known first fo the personnel
representatives who service the organizational elements. The personnel represent=
atives in furn coordinate these requirements with the staff element responsible for
selection and placement on an Agency-wide basis. Certain vacancies may be
filled by placement from within the Agency. When it is determined which of the
personnel requirements are to be filled from outside recruiting sources, this

—fenormon usEeuss
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information is forwarded to the staff element which is responsible for the actual
procurement of the number and type of personnel needed.

The basic functions underlying the operations of the recruitment staff are as
follows:

1. Cultivating and developing recruitment sources.
2. Maintaining good public relations.

3. Screening of applicants who show an interest in NSA employment.

4. Selling NSA to those applicants who appear to be suitable for employment.
" In order to perform these functions adequately, it is necessary for recruiters to
keep apprised of the trend in both labor market conditions and Agency personnel
requirements, and to prepare and distribute appropriate recruitment literature.

The actual procurement of personnel is accomplished by means of both field
and local recruitment programs.

An intensive college recruitment program is conducted annually and is the
primary source for this Agency's new professional employees. In addition, Agency
recruiters attend meetings of professional societies and make field trips to selected
cities to recruit personnel of the calibre needed tfo fill special professional positions.
It is sometimes necessary to resort to positive field recruiting to fill some of the
nonprofessional personnel requirements, particularly at the higher skill levels. On
such field trips, applications from both professional and nonprofessional personnel
are often generated by newspaper, radio, and television publicity, and by referrals
from U.S.E.S. offices.

The majority of the Agency's nonprofessional employees are recruited from the
local area. When positive recruiting is necessary, if is conducted primarily through
visits to local high schools and trade schools. Both professional and nonprofessional
requirements are filled locally when applicants are referrals or military conversions.

Liberal Arts candidates are given the Professional Qualification Test. Those
who make a qualifying score are interviewed by a recruiter. The recruiter, on the
basis of the interview, test scores, and completed application forms, selects those ‘
whom he thinks would be suitable for employment by the Agency and refers them
for further consideration. After transcripts and forms have been forwarded to the
Agency and available information on each candidate is reviewed in relation to
Agency requirements, final selections and commitments are made.

1-2
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An interview is the chief means of initially screening candidates for engineering
and other scientific positions; test scores, transcripts, and completed application
forms are generally not available to the recruiter prior o the time he must determine
whether or not he should make a referral. Candidates who are considered suitable
for employment are instructed to furnish transcripts, and to complete any required
forms and forward them to the Agency, so that final selections and commitments
may be made. The Graduate Record Mathematics Examination and the Engineering
Qualification Test are given to mathematicians and engineers, respectively, as a
means of placing candidates and assessing capability for successful completion of
graduate work.

Requests to fill specific vacancies may repuire positive recruitment to locate
qualified candidates; however, many such requests are filled by persons who have
previously filed applications for positions with the Agency. The majority of these
vacancies occur among the clerical , admirisirative, or technical, rather than the
professional occupational specialties.

Applicants for nonprofessional positions are initially screened by means of an
interview and a review of application forms. Those tentatively selected are given
the Career Entrance Placement Battery (CEPB) or the Electro-Mechanical Battery
(EMB), and a preliminary security investigation. When it is impractical to adminis~
ter the CEPB, as in the case of high school recruitment, o shortened battery may
be used for selection and the complete CEPB cdministered later. Cperations
officials usually depend upon the recruiter or placement officer to select applicants
for clerical and nontechnical positicns. An applicant for a technical position will
probably be interviewed also by the requesting official before a final commitment
is made.

All applicants for Agency positions must take the Personnel Assessment Battery
(PAB) prior to being selected for employment, irrespective of occupational specialty,
pay scale, or grade level.

All persennel hired through the annual recruitment programs conducted at both
high schools and colleges are given additional tests after they enter on duty to aid -
in moking the best possibie assignment. As mentioned previously, nonprofessional
hirees are given the Career Entrance Placement Battery or the Electro-Mechanical
Battery; professional engineers and mathematicicns are given the Engineering
Qualification Test and the Groduate Record Mcthematics Examinction; and Liberal
Arts graduates are given the Professional Placement Battery, supplemented by a
Preference Inventory and, where appropriate, by language proficiency and tran-
scribing tests.

In addition to the testing, the placement program involves considerable pro-
cessing of new employees, including such feotures as giving assistance on housing

1-3
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problems, car registration, insurance, and the like, as well as covering such aspects
as security screening, physical examination, and career-center orientation.

The most important phase of the placement program is the review of all data
about new employees with emphasis on test scores, determination of most appro-
priate assignments, and scheduling of operational interviews.

The majority of recruits who are Liberal Arts graduates are selected for highly
specialized work. Since this work is peculiar to the Agency, it is necessary to
provide the training required. For this reason, an extensive training program is
conducted by the Agency. All new employees are given the benefit of some
training, the amount and type varying with the assignment. This training may be
conducted by the Agency's training instructors or may be Agency~sponsored at
colleges and universities. It will vary from mere general orientation to training
toward advanced degrees. The time at which training is given varies with several
factors, the major ones being the requirements for security clearance and the actual
requirements of the job. '

It is not appropriate to attempt to cover in detail the Agency training program.
It is mentioned here as a part of the total effort of staffing the Agency with well
qualified employees. It is more important for the purpose of this introduction to
re-focus attention on the recruiter and to re~state his all~important role -~ that of
obtaining the best qualified individuals available to fill Agency personnel require-
ments. The total selection and placement program has been outlined. In the several.
chapters of this manual, there will be detailed explanations of the methods and
procedures used by the well~trained recruiter.

This Recruiter's Manual is designed as a guide for interviewing applicants for
professional and nonprofessional Agency jobs, both in the field and locally. To
the extent that time pemits, the instructions in this manual should be closely
followed in the field, as well as locally. In any case, the Recruiter's Interview
Record is to be used by all recruiters.
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SECTION 2
GENERAL MATURE OF THE RECRUITMENT INTERVIEW

The purpose of the recruitment interview is twofold: (1) to identify from among
qualified individuals those whose expressed ‘yvocational interests'are related to _the
needs of the Agency, and (2) to induce such individuals to make formal oppl;cq’non
for employment. Thus, the recruitment interview inciudes both a SCREENING and
a SELLING function. Because there is usually only limited time available for con~
ducting the interview, and because an account of the individual's training and work
experience can be obtained from a completed application blank, an attempt to obtain
such information about an applicant’s background is not necessary during the interview.

The interview is composed of two parts. In the first part, information is obtained
from the applicant about his vocational interests. In the second part, the applicant's
.+35tions are answered and he is supplied with additional facts he should know about
the National Security Agency and the jobs for which he might qualify. It is just as
important for the applicant to have adequate information upon which to base his
decision ds to whether or not he would like to work for the Agency as it is for the
Agency to have sufficient information upon which to base its decision to hire or
not hire him. However, security restrictions will limii the information which may
be given to an applicant. Consequently, the Recruitment Interview Record becomes
an important medium to the applicant as well as the recruiter, because the recruiter
often must participate in the ooplicant's as well as the Agency's decision.

The recruiter must reiate the information in the Recruitment Interview Record
to NSA career field requirements to determine the probability of interesting the
applicant in the work to be learned and done.

Fortunately, many applicants, particularly thase from Liberal Arts coli :ges,
are open fo suggestion from a vocational standpoini. Many will s.y fo themselves,
"If the tests show | can learn the work, and if this recruiter thinks my interests
aren't too far off the mark, then I'll give it a try."

The interview will sometimes resuit in a recruiter's conclusion that is more
negafive than positive, that is, while the applicant's expressed interests are seem~
ingly unrelated to NSA requirements, they are not necessarily opposed to them.

In this event, the critical and experienced judgment of the recruiter is paramount.

2-1



DOCID:

3978541

SECTION 3

GENERAL INSTRUCTIONS FOR CONDUCTING
THE RECRUITMENT INTERVIEW

The major steps in the interview pattern which each recruiter should follow in
conducting a recruitment inferview are outlined below. The outline is followed by
a brief explanation of each step. When conducting an interview, the recruiter
should introduce each step in the same sequence as it appears in the outline.

Outline of the Recruitment Interview Pattern

1.

2.

8.

Introduce yourself and exchange pleasantries.

Obtain the identifying data called for on the front of the Recruiter's
Interview Record.

Explain the interview pattern to the applicant.
Explain the Agency's security clearance procedure. *
Ask the applicant questions.*

Permit the applicant to ask questions.*

Provide additional information about NSA.

a. Agency's mission.

b. Work interests relevant to the occupational fields for which the
applicant appears to qualify.

c. Training Program (if applicable).

o

Cooperative Education Program (if applicable).
e. Desirable features of employment with NSA.
f. Undesirable features of employment.

Explain how to apply for employment

* The interview can be terminated at this stage if it seems desirable to do so.

3-1 .
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9. Close the interview.

Explanation of Each Step in the Interview Paitern
1. Introduce yourself and exchange pleasantries.

When the recruiter is ready to receive the applicant, he should greet him in a
friendly manner and introduce himself. The recruiter should pronounce his own
name slowly and distinctly, and, when in the field, should indicate that he is from
the National Security Agency. After the iniroduction, brief pleasantries can be
exchanged. '

2. Obtain the identifying data called for on the Recruiter's Interview Record.

These data on the front of the Recruiter's Interview Record (Appendix H) include
everything listed down through the section labeled "Education” plus the section
labeled "Tzsis." Detailed instructions for completing the Racruiter's Interview Record
are provided in a later section of this menual.

3. Explain the interview patiern fo the applicant.

The recruiter should outline for the applicant the procedure to be followed during
the rest of the interview. This will help the applicant develop the appropriate mental
set for what is to follow and minimize interrupfions at inappropriate times. The
recruiter should use the following introductory statement, or a close equivalent, to
explain the interview pattern to the opplicant:

"There are several things we should accomplish during this
interview. First of all, | wont fo explain the security
clearanze procedure used for screening applicanis for em=
ployment with the National Security Agency. Then, |
would like to ask you a few questions about the kind of
work you think you would like to do. Your answers will
enable me to determine whether or not you would he
interested in doing some of the kinds of work done ot the
Nafional Security Agency. Then, if your resporses sug=
gest that your vocational interests are related to the needs
of the Agency, you will have an opportunity to as me
questions which you undoubtedly would like to have
answered. And finally, 1 will tell you something about the
National Security Agency."
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4. Explain the Agency's security clearance procedures.

Before providing him with the information outlined in Appendix A, the recruiter
should tell the applicant that if, after the Agency's security clearance procedure
has been explained, he feels he probably could not be cleared, there would be no
point in confinuing the interview. He should be told that if this is the case, he
can simply indicate that he would not be interested in being considered for employ-
ment.

5. Ask the applicant questions.

The recruiter should ask the applicant the questions indicated in Sections 4,
5, ond 6 of this Manual and record his replies immediately. This should be done
before the recruiter provides the applicant with specific information regarding the
mission and the occupational fields within the Agency in order to miminize any
tendency which the applicant might have to slant his answers in the direction of
what he thinks the Agency's needs are. Furthermore, after the recruiter has
learned through questioning what type of work the applicant thinks he would like,
he will know what to emphasize when he tells him about the job opportunities
within the Agency.

6. Permit the applicant to ask questions.*

After the recruiter has asked the specified questions, the applicant should be
encouraged to ask questions which he would like to have answered. One can often
determine what is important in a job fo an interviewee by the inquiries he makes.
For this reason, the applicant should be permitted to ask questions before the
recruiter provides him with pertinent information about the work done at the Agency.

Whether the matter of salary is broached in this or the subsequent step, the
recruiter should state what the grade for which he would recommend the applicant
represents in ferms of money. The grade for which an applicant might qualify will,
of course, depend on his training and experience.

7. Provide additional information about NSA.

The next step in the interview consists of supplying the applicant with infor-
mation about the Agency which he should have but did not inquire about in the

* During this and the following step, the recruiter can exercise considerable
freedom in conducting the interview. While carrying out these two steps,
the recruiter should attempt to fulfill the "selling" function of the interview
referred to in the first paragraph of Section 2 of this Manual.

3-3
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preceding step. In addition o describing the mission of the Agency, the recruiter
should enumerale very briefly the work interests relevant to the occupational fields
for which he feels the applicant might qualify, describe any iraining programs which
are pertinent, and point out the desirable and undesirable aspects of employment
with the Agency.

Outlines of the points which can be covered in explaining the features of the
Agency enumerated above, and a list of the special programs with which the recruiter
should become thoroughly familiar are included in Appendices B through F. It is not
necessary to cover all the points listed in each appendix with every applicant. The
recruiter should mention cnly those detcils related to employment with the Agency
which are most relevant for the applicant being interviewed. The undesirable, as
well as the desirable, features of employment with the Agency should be pointed out
to all applicants. If knowing the undesirable features will appreciably affect the
applicant's attitude toward working at NSA, then he should be aware of them before
he is hired. By pointing out some of the unsatisfactory aspects of employment with
the Agency, the recruiter will not necessarily discourage the applicant. Most people
realize that all jobs have disadvantages as well as advantages. The applicant will
have more confidence in an organization that is willing to et him know in advance
what the undesirable features are.

The desirable aspects of employment with the Agency should be presented before
the undesirable ones are pointed out. However, after menticning the latter, the
recruiter should very briefly summarize the desirable features irn order to give them
added emphasis. An attempt should be made to cite all the desirable and undesirable
features preceded by an asterisk in Appendices D and E, respectively. To the extent
that time permits, additional features (those not preceded by on asterisk) should be
mentioned. '

8. Explain how to apply for employment.

Toward the close of an interview with an individual who appears to be a good
job candidate, the recruiter should explain to him how he shovld make application
for employment and provide him with the materials listed below. If he is applying
for a professional position, he should be asked to have a tray.. srint of each of his
college records sent to the Recruitment Office. He should bz told that he can
expect to receive a notice within three to five weeks after thz zompleted forms
have been received as to whether or not he will be accepted for employment.

Forms to be given to all applicants recruited locally «..d in the field:

SF57 Application for Federal Employment

3-4

— EOR-ORFEHHSEONIY




DOCID:

3978541

DD398 ] Personal History Statement and

DD398S | Supplement

E2771  Conditions of Employment

DAT111 Certificate of Nonaffiliation With Certain Organizations
SF86 Security Investigation Data for Sensitive Positions (2 copies)
SF89 Report of Medical History

SF87 USCSC Fingerprint Chart

E2111  General Information for All Applicants

9. Close the interview.

Shake hands with the applicant, tell him you enjoyed meeting him, and thank
him for his interest in coming for the interview.

It is not necessary to cover all the phases of the standardized recruitment in-
terview pattern with every applicant. There are three stages at which the interview"
can be brought to an early close if it appears that the applicant would not be a
good job candidate. As is indicated by the asterisk (*) in the Outline of the
Recruitment Interview Pattern, the interview can be terminated after the recruiter
has explained the Agency’s security clearance procedure. If there is anything in
the applicant's background which would prevent his being able to obtain a security
clearance, there would be no point in continuing the interview. It would be
highly desirable if the applicant were fo state why he thinks he probably could not
be cleared in order that the recruiter could make certain that he had not misunder-
stood the explanation of the security clearance procedure. However, if he does
not voluntarily state why he thinks he could not be cleared, the recruiter should
not probe for the reason.

The second stage at which the interview can be brought to an early close is
after the recruiter has obtained some notion of the applicant's vocational interests.
However, if the recruiter feels that it would be advisable to do so, he may delay
terminating the interview until after the applicant has been given the opportunity
of asking questions. As explained earlier, one can often obtain information about
an inferviewee on the basis of the kinds of questions he asks.

Regardless of the stage at which the interview is brought to a close, it should
be done in a pleasant manner. The recruiter should keep in mind that an applicant
who is treated in an unfavorable manner can conceivably do appreciable damage to
the Agency's public relations efforts. In some instances the applicant will provide
the recruiter with an opportunity to close the interview early by stating that he does
not think he would be interested in being considered for a position. However, with
others it will be necessary for the recruiter to initiate an early close. The recruiter
need state only that on the basis of the applicant’s expressed interests, he feels that

3-5
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the applicant probably would not enjoy doing the type of work performed at the
Agency. Just as in the case of the applicants with whom he conducts a complete
interview, the recruiter should tel! such an individual that he enjoyed meeting
him, and that he appreciated very much his inferest in coming for the interview.

The procedure outlined above is all that is necessary for bringing an interview
with an apparently unsuitable job candidate to a close. The recruiter should not
attempt to discourage such an applicant from wanting to be considered for a job
by emphasizing the undesirable features of working for the Agency. Since in the
inferview the recruiter will obtain some notion of the applicant's work interests,
and since the applicant will assume that the recruiter is looking for individuals
who meet specific requirements, it would be perfectly acceptable for the recruiter
to state simply that he feels the applicant would not care for the work at the
Agency. To attempt to bring the interview to an early close by emphasizing the
undesirable features of working for the Agency not only would waste time, but
also would contribute to bad publicity.

In special instances it might be necessary to complete ail phases of the
standardized recruitinent interview even though it becomes evident early in the
interview that the applicant is not a good job candidate. This might be the case
if such an individual had been referred by an Agency or other government official.
For the sake of maintaining good public relations, it is advisable to tell an un-
suitable individual referred by such an official that there are currently no openings
for which he qualifies, but that if he wishes he can submit an application which
will be retained for future review. If the individual should inquire as to when this
review might take place, it can be indicated that there is no way of knowing when
a suitable job opening will occur. Nothing should be said to the individual which
would permit him to jusitfiably quote the recruiter as having stated or implied
that he woul< eventually be offered a job.

When an application is given to on individual whom the recruiter regards as
being unsuitable for hiring, a notation of this fact should be made in order that
the application can be handled appropriately when it is returned completed. If
the official who referred the individual expects to be inforined of the recruiter's
decision, he should be notified that there are no openings for which the individual
qualified, but that the latter’s application has been retained and will be reviewed
in the future should a suitable opening occur.

FOR
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SECTION 4

EXPLANATION OF THE RECRUITER'S INTERVIEW RECORD

Basis for the Development of the Record

The Interview Record is to be used with applicants for all jobs. The recruiter
should indicate whether the interviewee is applying for a professional or a non-
professional job by placing an "X" in the appropriate box on the front of the form.

The Work Interests section on the back of the Interview Record was designed
to enable the recruiter fo obtain an indication of an applicant’s vocational interests
in a limited amount of time. An explanation of why the Interview Record was re-
stricted to an inquiry concerning the individual's work interests is given below, An
interviewer should not normally take time to obtain from a job applicant information
which the applicant could provide adequately on an application form.

The selection of an individual for employment should be based primarily on a
knowledge of his relevani APTITUDES, ABILITIES, WORK INTERESTS, and
PERSONALITY. The Agency has several batteries of tests to measure these factors.
The appropriate batteries are administered to individuals who are being considered
for all professional and nonprofessional jobs.

Since an estimate of an applicant's aptitudes and personality can be determined
from available Agency tests, and since an evaluation of his abilities can also be
ascertained from Agency tests as well as from reports of his previous work and school
experience, the recruitment interview should not be concerned with an attempt to
evaluate the applicant's aptitudes, abilities, and personality. It would be unreason-
able to expect a recruiter to evaluate these factors on the basis of a brief interview.
Consequently, the topics.included in the Interview Record are limited to a direct
attempt to soiicit from the applicant statements concerning his work interests. His
expressed interests, when compared with the work linterests relevant to the various
Agency occupational fields listed in Appendix C, should be used by the recruiter
as a basis for determining whether or not the applicant should be recommended for
further consideration.

It cannof be expected that applicants will express work interests that are highly
related to several of the unique occupational fields which have no counterparts out-
side the Agency. Therefore, in some instances the recruiter may recommend an indi-~
vidual for further consideration simply on the basis of the fact that he was favorably
impressed by the applicant and the applicant’s expressed work interests were not in
strong disagreement with those activities involved in the occupational fields for
which he would recommend him. When such a recommendation is made, the

4~1
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recruiter should explain in the "Comments" section of the Recruiter's Interview Record
specifically why this action was taken. Agreasruiter should not recommend someone
whose work interests, although not contrary to those listed in Appendix C, are such
that an injustice would be done the individual by encouraging him to apply for a job
with the Agency.

Explanation of the Work Interests Section

Although the answersjo the Education questions could be obtained from an appli-
cation blank, it is convenient for the recruiter to have this information as a basis for
understanding the applicant's responses to the work interests topics on the back of the
Interview Record. These topics were designed to solicit information regarding the
applicant's specific work interests in relation to the type of work he would like to
do most.

All of the questions relevant to work interests in the Interview Record are listed

below. Following each question is an explanation of the type of answer which can
be considered adequate.

PROFESSIONAL

What is your major?

If the applicant has two majors, both should be listed. If he has more than one
degree, the major(s) for each degree should be indicated in this fashion: Economics
(BS); International Relations (MA).

What is your minor?

List all of the applicant's minors. [If he has more than one degree, the minor(s)
for each degree should be indicated in the same manner as that specified for the
majors. If he does not have a minor, list the field(s), other than his major, in
which he has taken the largest number of courses.

NONPROFESSIONAL

What course did you take in high school ?

Although in many cases it will not be important for the recruiter to know what
course the applicant took in high school, in some instances knowing that the indi-
vidual took a commercial course or a shop course, or that he was not graduated from
high school, will provide the recruiter with a framework within which to interpret
the applicant's responses to later questions. Course names such as scientific,

4-2
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college preparatory, or commercial should be used. If the applicant says he took
a shop course, the particular skill emphasized, such as printing or automotive
repair, should be indicated.

What training have you had other than high school ?
{Type of Training; Dates)

Beth on-the-job training and more formal classroom instruction should be
considered., The type of training, such as drafting or automotive repair, and the
dates when the training was obtained, should be indicated in the "Comments"
section on the front of the Inferview Record. Training which the applicant has
taken should be listed in the following fashion:

1. Drafting: July 57 to October 57
2. Avutomotive repair: January 58 to March 58

ALL APPLICANTS

If you could have your choice, infiterms of training, experience, and
ability, SPECIFICALLY what type of work would you like most of all to do?

The recruiter should not accept as an adequate response a broad, general
statement such as "Work in which | could use my languages” or "Something re-
lated to geography."” When applicants give such responses, the recruiter should
ask, "Specifically what type of work do you have in mind?" The recruiter will
base his recommendation as to whether or not the applicant should be given further
consideration for employment primarily on a comparison between the applicant’s
expressed work interests and the "Work Interests Related to the Selected Occu-
pational Fields" listed in Appendix C, when applicable. Consequently, he should
become familiar with the latter in order to recognize immediately whether or not an
applicant’s response has provided him with information sufficient for making the
necessary comparison. |t will be too late to decide that a response was not adequate
after the inferview is over.

What aspects of such work do you think you would like most? Why ?

Here again the recruiter should not be satisfied with a broad, general response
such as, "Working with other people,” or "Doing something that will enable me
to make the best use of my language knowledge.” The following is an example
of a more useful response: "I would like to do translations of various types of
materials related to a problem and then summarize the translations in a report. "

4-3
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The recruiter should not fail to ask the "Why ?" part of this question. The
reason which an individual might give for liking a particular activity can coniribute
appreciably to the appraisal of his work interests. For example, in explaining why
he would like to prepare a report based on the translation of various types of mate-
rial, an applicant might state that in college he enjoyed writing term papers which
required that he read a series of references and then integrate selected portions
info a composite report.

It cannot be assumed that all individuals like a particular activity for the same .
reason. For example, a different response for the "Why ?" just referred to could very
well have been the following: "l have a flair for creative writing. | like to take

cut and dried facts and dress them up so that they will be more interesting to a
reader.” As is indicated in Appendix C, an applicant for a pesition in the field
of Analytic Linguistics should not expect to prepare translations with a literary
style similar to that used in creative writing. Although an applicant should not be
rejected simply on the basis of a response similar to the one just quoted, such a
reply, when evaluated in conjunction with other statements of a similar nature,
should cause the recruiter to question the advisability of recommending the appli-
cant for further consideration.

What aspects do you think you would like least? Why?

Experience has demonsirated that when many young people consider the type
of work they would like to do, they tend to resirict their aftention to the desirable
features of such activity. It does not occur to some people that all jobs have dis-
advantages as well as advantages, and that these both vary among individuals.
There are still others who suspect that the undesirable featurss do exist, but they
would prefer not to examine them for fear that this would introduce conflict in
their choice of a job. Consequently, some applicants might not have a ready
response to this question. However, this possibility should not deter the recruiter
from attempting to obtain an adequate answer to the question. The aspects which
an applicant might dislike about a particular type of work could represent the
most salient features of the Agency Occupational Field to which he might be
assigned if he were to be hired.
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SECTION 5

INSTRUCTIONS FOR RECORDING THE WORK INTERESTS RESPONSES

Purpose of the Instructions

The following instructions are provided to assist the recruiter in recording the
responses to the work interests topics on the back of the Interview Record. These
instructions are designed to help the recruiter minimize writing time and to
establish a uniform recording pattern to facilitate the analysis of the responses
for recruitment and possible subsequent placement and research purposes. By fol -
lowing these instructions, the recruiter will maintain a complete and yet succinct
record of answers fo assist him in objectively evaluating the applicant as a
potential employee. Thus, with a writien record of all the applicant's pertinent
responses to the work interests topics, it will not be necessary for the recruiter to
rely on his memory, which could cause either a distortion of the facts or a biased
selection of particular responses for recall. Since the responses to these topics
will be used later in the placement of applicants who are hired and possibly in
personnel selection research, it is extremely important that all the recruiters
adopt a uniform procedure for recording them,

Recording Instructions

1.  Only the essential elements of a response should be recorded. For example,
an applicant were to say: "Last summer | went to lowa where | worked in a radio
broadcasting station. My uncle is an engineer there. | assisted the engineers who
were responsible for keeping the radio equipment in working order. | enjoyed the
maintenance work most. " The interviewer should not record this entire statement.
Instead, he should write, "Last summer assisted engineers in maintaining radio
equipment in broadcasting station. Enjoyed maintenance work most. "

2. Key words in a response should not be paraphrased. For example, if the
interviewee states that he "liked" something "very much," the interviewer should
not write, "Enjoys doing this." Rather, he should record the response as it was
stated: "Liked very much.”

3. The words used in recording a response should follow a first person singular
pattern. For example, if the applicant were to say, "l liked the work on this job
except for one thing. | hated having to write weekly reports, " the recruiter should
write, "Hated having to write weekly reports.” The interviewer should not record
such a response thus: "Hates report writing." The latter could very well be a mis-
statement of fact. It is possible that an individual giving such a response might not
have liked writing reports as often as once a week. Or possibly he did not like
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having to follow the format prescribed for weekly reports. If the interviewer were
to record the above response in the third person singular, "Hates report writing”; he
probably would not probe for the exact reason why the interviewee hated writing
weekly reports. Therefore, the essential words in a response should be recorded
the same way they are verbalized.

4. If the applicant does not have an answer to a topic, the word"None”
should be written in the answer space. It is not sufficient just to draw a line
through the blank space. If this is not done, when the Interview Record is re-
viewed later, there would be no way of knowing that the question had been asked.
If nothing is written in the space below a question, it will be assumed that the
question was not asked.

5. If it is necessary to probe in order to obtain a complete answer to a topic,
the recruiter should indicate that this has been done by placing a question mark
within parentheses immediately after the response for which clarification was
sought. The following is an example of a response for which probing was necessary
after the interviewee was asked what aspects of the work he would like most:
"Research work. (?) Studying intelligence reports and summarizing these in a
single report.”" The question-mark notation indicates that the interviewee's
initial response was merely "yesearch work" and that the interviewer asked him
to explain what he meant by "research work. "

If after probing the applicant still has not provided an adequate response, the
interviewer should nevertheless record what he did say. For example, assume that
an applicant were to say that he thought the work would be "Challenging" but,
after being probed, indicated that he really did not know how to explain it. The
interviewer should record such a response thus: "Thought it would be challenging.
(?) Don't know how to explain it". Although this is not an adequate response,
it nevertheless indicates that the applicant did not have a clear notion of what
he meant.

6. It is not necessary to inclose an applicant's responses within quotation
marks as in the illustrations above.

7. If while asking questions about work interests the interviewer finds it
necessary to ask an additional question, the question should be recorded within
brackets. For example, suppose the applicant were to say something that would
suggest that his father exercises considerable influence on his decisions. The
recruiter might want to ask the applicant what his father would like him fo do.
Since this question is not included in the Interview Record, it should be wriiten
in elliptical fashion as follows: [What father want you do?] If in answer to
this the applicant were fo say, "He wants me to get into inielligence work *
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because he is in Army G=2", the interviewer might then want to know if the applicant
really wants to do intelligence work, or if he would prefer doing something else. He
would record his inquiry in this fashion [ This what you want do?] The answer to this
might be, "No, but | suppose | should do this if this is what he wants. After all, he
paid for most of my education”. Any necessary follow-up questions would be re-
corded in the manner just described.

A sample of completed work interests topics on the Interview Record is shown on
‘ the following page. The responses are those of an interviewee who was hired by the
Agency. The identifying data at the top of the sample record were changed for
obvious reasons.
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SECTION 6

SPECIFIC INSTRUCTIONS FOR CONDUCTING
THE RECRUITMENT INTERVIEW

Purpose of the Instructions

This section contains a list of interviewing techniques with which the
recruiter should become thoroughly familiar. It is extremely important that
. these instructions be carefully followed in order that each interview will be
as complete as possible.

Interviewing Instructions

1. In an attempt to obtain sufficient information from an applicant in a
minimum amount of time the following procedures should be observed:

a. The recruiter should memorize the few questions included in
Section 4.

b. The recruiter should develop the habit of asking a subsequent
question before recording an adequate response to a question just-asked. Thus,
while the applicant is thinking about an answer to a question, the recruiter can
be writing the response to the previous question.

2. One of the most common errors made by interviewers is that of supplying
answers to their own questions. For example, if an applicant does not have an
immediate response to a question asked, an interviewer might make the mistake
of suggesting to him a possible answer -- that it is the applicant, not the recruiter,
who is applying for a job. Therefore, the recruiter should not feel obliged to assist
the applicant in answering any question for which he does not have a ready re-
sponse. Likewise, possible alternative answers should not be suggested. If in
answer fo a question an applicant states that he cannot think of anything, the
interviewer can ask, "Nothing at all ?" If this does not yield the needed infor~
mation, the interviewer should go on to the next question.

One reason why an interviewer might make the mistake of supplying answers
. to his own questions is that he could be overly eager to put the applicant at ease.
Another reason is that an interviewer might use this as a device to continve talk-
ing himself in an attempt to relieve his own uneasiness in the interview situation.
One cannof expect an applicant to have a well~formulated answer prepared in
advance for each question he will be asked. Therefore, the interviewer should
allow the applicant a reasonable amount of time to think about the question.
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3. Another common mistake which an interviewer should avoid is that of
interjecting his own philosophy or opinions into an interview. There are several
reasons why an interviewer might do this. One is that he might feel the rapport
between himself and the interviewee will be strengthened if he expresses an atti-
tude of his own which is in agreement with something the applicant has said.
Another is that he might have such a sentimental attachment for his own pet
opinions that he habitually makes use of the slightest excuse for expressing them.
And finally, as is the case with an inferviewer who tries to assist the applicant in
answering the questions asked, he might insert his philosophy and opinions in an
attempt fo reduce his own tenseness in the situation by talking. Such a procedure
not only wastes time, but also contributes little or nothing to the mission of the
interview.

4. The recruiter should be prepared in advance to request clarification of
inadequate respenses in order to avoid developing the poor habit of accepting
answers which really do not provide the information called for. For example, if
in answer to a question about specific work interests the applicant were to say,

"I think | would like Government work", this would not be an adequate response.
One would need to know specifically what type of work within the Government the
applicant had in mind. Furthermore, if after probing the applicant were to state
that he wanted to be a geographer and were to explain this choize, the recruiter
would still need to know why he preferred being a geographer for the Government.

If in answer to the above question, the applicant were to say, "I would like
to make use of my language training", the recruiter would n=ed to know specifi-
cally in what way. Experience hos demonstrated that some language majors who
apply for a position with an intelligence agency visualize themselves doing inter-
rogations and traveling in foreign countries. Many such individuals would be very
dissatisfied if they were required to do written translations daily. Thus, the
recruiter should request clarification for the expression "maka use of my language
training. "

Clarification of a response can be requested in a variety of ways. Examples
of these are "How do you mean that?"; "Specifically in what way?"; "Would you
explain what you mean by that?"; "What actually did you have in mind?"

5. The recruiter should not record a response which would not be clear to
someone else reading the answer at a later date.  [The information to be obtained
during the recruitment interviews will be kept for future reference in conjunction
with the placement program and possibly in personnel selecticn research. | Like-~
wise, the recruiter should not accept a response the meaning of which is not clear
to himself. For example, if an applicant were to say, "I alwuys thought | would
like doing research", the interviewer should obtain a clarification of what he
considers research fo be.
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6. The interviewer should avoid accepting expressions such as "interesting"
or "dull" as the only answer to questions which request the reason why the appli-
cant thinks he either would or would not like a certain aspect of work. When such
responses are given, the interviewer should ask, "In what way?" or "How do you
mean that?". If an applicant indicates that he does not understand why “interesting"
is not an adequate response, the interviewer could say something similar fo the
following: "If some one were fo tell you that he thought a certain movie was
"interesting”, you would not know whether it was the plot, the acting, the photo-

‘ graphy, or all three that caused him to enjoy the movie".

7. It is extremely important that the recruiter attempt to obtain a meaningful
answer to the "Why?" part of each question. It will not be easy for some appli-
cants to provide an adequate explanation as fo why they like or dislike a certain
type of work. However, if an individual is unable to state why he either would
or would rot like a certain aspect of work, it would be relatively safe to assume
that he has not given very serious consideration to his preferences. This knowledge
should help the recruiter in evaluating the applicant's responses. After asking the
"Why ?" questions, the recruiter should be sufficiently patient to allow the appli-
cant adequate time in which to formulate a response. Although an individual may
know why he either does or does not like some activity, he may never have verbal-
ized his feelings in a form sufficiently succinct for recording on an interview
schedule. Consequently, the recruiter must be prepared to listen to a certain amount
of "thinking out loud" before beginning to write the essential elements of a response.

The recruiter should not assume he knows why an individual expressed satis-
faction or dissatisfaction with a given aspect of work. Different individuals
presumably could like the same work activity for altogether different reasons.
Likewise, even though the interviewer were to have heard the same reason for
liking a given activity from a number of applicants, the possibility always exists
that the next person interviewed will give a completely different reason. Since
the reasons why an individual either would or would not like certain work activi-
ties will be used as a major basis for determining whether or not he would be
satisfied with working for the Agency, it would be unfair to the applicant if the
recruiter were to assume that he knew the real reason. The recruiter's assumption
could be entirely erroneous. If an applicant appears to be annoyed by having to
supply reasons for his preferences or dislikes, the recruiter can restate the explana-
tion provided in Point 6. In most instances, individuals who become annoyed when

. asked to explain the reason for their preferences are exhibiting defensiveness. In
reality, what the individual is objecting to is revealing his inability to provide an
adequate answer.

8. After the applicant has named one or two items in response fo a question
which includes the phrase "what aspects”, the interviewer should ask, "Are there
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any others?" in order to insure as complete a response as possible. If an interviewer
appears to be satisfied with a response, however inadequate, most interviewees will
not bother to provide additional information. It is not the applicant's responsibility
to decide whether or not a response is adequate. A recruiter would be unfair to the
applicant, as well as to the recruitment effort, if he were not to obtain as complete
a picture of the individual's vocational interests as possible within the time allowed.

9. If in answer to those questions which include the phrase "what aspects” the
applicant mentions several, each of these should be separately identified with the
letters a, b, ¢, etc. Then when the follow-up "Why" question is asked for each
of these, the responses should be similarly labeled either a, b, or ¢, corresponding
to the previous answers to which they refer.

18. One of the most common explanations given by applicants as a reason for
liking a particular type of work is, "Iyenjoy working with other people". The
recruiter should not accept this as an adequate response. Since most jobs involve
working with others, the recruiter should obtain an explanatien which refers to
the work itself. If the applicant offers this type of very general response, the
recruiter should indicate that most jobs involve working with other people, but

that he would like to know what specific feature of the work iise!f the applicant
thinks he would like.

11.  Another common response to the request that a respondent explain why he
likes a particular type of work is, "Because that's what I've done most", or "I've
had more experience in it than in anything else". Such an answer does not pro-
vide a reason for his preference. In effect, the individual whe gives such a
response is saying, "This is the type of work with which | am most familiar",
However, the fact that a person has had more experience with a certain type of
work than with any other does not explain why he likes it. Many individuals
dislike the type of work with which they have had the most experience. There are
still others who are extremely fond of work which they have had much less oppor-
tunity to perform than other types of work. While an individual's interest in a
particular kind of work can become keener as his experience with it increases, it
is also possible that his dislike can become stronger as he continues to perform it.
Summarily stated, the frequency with which a particular type of work has been
performed does not explain why it is either liked or disliked. Therefore, when
an applicant gives a response similar to the ones cited above, the recruiter
should attempt to find out what it is about the work itself he likes.

12.  When answering questions which the applicant might ask, and later when
explaining to a potentially good job candidate the type of work for which he would
probably qualify, the recruiter should emphasize those features of the work which
closely parallel the vocational interests expressed by the applicant in answering
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the questions in the first part of the interview. For example, if a person trained
in languages were to indicate that he is particularly interested in the science of
ianguages, the recruiter could use the prepared statements in Appendix C which
state in effect that certain linguist jobs in the Agency are concerned with the
application of the science of language for the purpose of determining the meaning
of new or unfamiliar foreign language terms and expressions, and of analyzing the
structure and functioning of a language about which little is known.

‘ 13. Inasmuch as the recruitment interview is conducted for the purpose of
providing the recruiter with information which will enable him to determine

whether or not an individual would be a good candidate for employment with
the Agency, the recruiter should concentrate a major portion of his attention
on the applicant. A common error among some interviewers, especially the
inexperienced, is that of being too self-aware in the presence of an interviewee.
Such individuals tend to become so concerned about how the interviewee feels
about them personally that they are unable to focus adequate attention on the
responses and behavior of the inferviewee and on the mechanics of effecting
an adequate exchange of information during the interview.

14.  Most people in applying for a job attempt to maintain a courteous manner.
However, on rare occasions an interviewer might be confronted with an individual
who behaves discourteously. It is possible, for example, that a person who has
had a number of job possibilities made available to him might develop a feeling
of independence which would result in his manifesting a supercilious attitude
toward the recruiter. In dealing with an applicant who conducts himself in a
distasteful manner, the interviewer should avoid responding in kind. He should
keep in mind that his own status is not at stake in such a situation. If he were
te react in an obviously negative manner to such an individual, the latter could
do considerable damage to the Agency’s public relations effort by telling others
that he was freated discourteously by the recruiter. All applicants, whether they
are good potential candidates for hiring or not, should be treated in a courteous
manner.

15. If an applicant talks too much, the interviewer should break in at the
earliest opportunity with the next question. In an attempt fo minimize the
possibility of offending the individual, the interviewer should relate the question
to something which the applicant has just said. When breaking in on the appli-

‘ cant's response, the interviewer can say, "That's something | want to ask you
about". [t should not be necessary to do this more than once with most people.
However, if an individual persists in being overly talkative, the interviewer
can remind him in a pleasant way that only a limited amount of time remains
in the interview and that it will be necessary to restrict the discussion to the
barest essentials. The interviewer can look at his watch while saying this.
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16. The recruiter should keep in mind that we all have our biases for or against
particular personality and physical characteristics. Although there are personal
characteristics which are looked upon with favor by most people, there are others
which are acceptable fo some individuals but not to others. Thus, the individual
who might make a favorable impression on one interviewer could very possibly be
perceived by another as being undesirable. Such individuals usually are the
exception. However, the phenomenon does exist. Consequently, the interviewer
should be aware of what his biases are in this respect and guard against permitting
his personal preferences to interfere with an objective appraisal of the individual's
qualifications for a job with the Agency. The highly obnoxious individual will be
recognized as such by most interviewers. It is the marginal case which might tend
to be either favored or discriminated aginst by some interviewers because of their
private preferences.
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SECTION 7
PROCEDURE FOR COMPILING NEW INTERVIEW TECHNIQUES

Occasionally a recruiter might employ an interviewing technique which he has
not used before but which appears to be either particularly effective or ineffective.
In order that a record of such techniques, which are often discovered spontaneously,
can be maintained for future referral, the recruiter should make a written note of
the technique. Since he will not have time to do this during the interview, he
should make a brief notation which will serve as a reminder later when he has time
in which to write out a more complete, but not necessarily lengthy, description of
it. Techniques thus collected by all the recruiters can periodically be discussed
at staff meetings, and those which-appear to be of most value can eventually be
incorporated into the Recruiter's Manual. Such discussions of techniques dis~
covered will undoubtedly generate additional effective interviewing procedures
in the minds of the participants.

The procedure just outlined should result in the development of a repertiore
of techniques which are particularly well suited to the Agency's recruitment inter~
view. If this systematic procedure of collecting the techniques is not employed,
the recruiters will tend not to profit maximally from each other's experiences and
will tend to forget their own discoveries. By maintaining a regular policy of
collecting such techniques, the recruiters will probably become more aware of the
techniques they are using than would be the case if they were to make only a
haphazard attempt to remember these interviewing discoveries.

In order to illustrate how an effective technique could be discovered inad-
vertently, let us assume that in talking with an applicant from the Engineering
College of a particular university, a recruiter happened to recall that one of the
engineers whom he met at the Agency is a recent graduate of that university.
And let us further assume that he mentioned the latter's name to the applicant,
who said,"l know him. He was a good student. | guess if you have people like
him there, it must be a good place to work".

Such an experience might suggest o the recruiter that it would be a good idea
to obtain, in advance of a visit to a college or university, a list of the names of its
recent graduates who are now employed at the Agency. It might also occur to him
that such a list should include the college major of each individual named. Thus,
while interviewing job candidates at a given college, a recruiter could mention
some of the names of individuals on the list whom the applicant might know. Even
if the applicant does not recognize any of the names mentioned, the fact that
alumni from his school are employed at the Agency might induce him to become
favorably disposed toward accepting a job offer.
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The foregoing, then, is an example of how a potentially effective technique
could be discovered fortuitously. Such a discovery should be made a matter of record
in order that the technique could be shared by all the recruiters.

Special attention is called to the fact that it was recommended above that a
record should be made of especially ineffective technigques, as well as especially
effective ones. It is just as important for an interviewer to sensitize himself
against the use of faulty interviewing procedures as it is for him to develop a
repertoire of effective ones.

An interviewing technique that appears to be effective in a particular situation
might not necessarily be generally effective. Likewise, an interviewing procedure
which yields unfavorable results in one situation might prove satisfactory in a
different context. Therefore, when a technique is noted for the record, the con-
text in which it was used should also be cited.
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SECTION 8
INSTRUCTIONS FOR COMPLETING THE RECRUITER’S INTERVIEW RECORD

General Instructions

A recruiter's Interview Record (NSA Form E 3007) is to be submitted for eve
applicant who is interviewed. The information calied for on this form (Appendix H)
is important not only for the recruitment program, but also for placement purposes
and possible future research. It is necessary that Form E 3007 be completely filled
out for all applicants who are recommended for further consideration by the recruiter.

If an interview is brought to an early close because the recruiter feels the ap-
plicant could not be cleared, or, because on the basis of either the applicant's
responses to the questions about his work interests or his personal characterisitcs,
it appears that he is not suited for the Agency, the recruiter should check the
statement, "Do not recommend", and briefly explain why in the "Comments" sec-
tion on the same side of the Interview Record. The Rating Scale need not be
completed for such cases.

If an interview is brought to an early close because the applicant states he is
not interested in being considered for employment with the Agency, the recruiter
should follow the same procedure outlined above. Under the "*Comments" section
on the same side of the Recruiter's Interview Record, the recruiter should write a
brief statement, such as "Applicant not interested because can get better salary
elsewhere", to explain why he was not recommended.

If an individual, such as a junior in college-or a graduate student who will not
be available for employment until the following year, comes to the interview merely
to talk with the recruiter briefly about employment opportunities at the Agercy, the
recruiter need indicate that "Applicant made only casual inquiry" in the section.

In all cases, regardless of when the interview was terminated, the recruiter
should record his own name, the date, and the name, address, and telephone

number of the applicant.

I. Completing the Front of the Record

This side of the form should be filled in during the interview. The first portion
calls for identifying data, the second consists of a check list of items which the
recruiter:should cover during the interview, and the third contains the recruiter's
recommendation about employment.
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A,

ldentifying Data

9.

Interviewer. Write your name in the space provided.

Date of Interview. Fill in the date of the interview.

Nome of Applicant. Print the last, first, and middle
name of the applicant.

Date of Birth. Record doy, month, and year.

Local Address. Write in the street address, city, and state
where the applicant is living at the time of rezruitment.

Phone. In recording the applicant's local telephone number,

the exchange should be spelled cut (e.g. LUdlow 2-4693).

Permanent Address. Write the address, including number,
street, city, and state, at which the applicant can always
be contacted.

Phone. Record the telephone number at which the applicant
can always be contacted. Indicate the city and state in
which the telephone is located if they are different from the
permanent address.

Professional or Nonprofessional. Indicate with en "X"
whether the interviewee is applying for a professional or
nonprofessional job.

Source Code. This code consists of a single digit followed
in turn by a letter and, when an applicant is a college
graduate, three additional digits. The first digit in the
code represents the location at which the applicant was
recruited. The letter represents either the category of

the person or organization which referred the applicant.
The last three digits denote the particular college, if

any, from which the individual was graduated. (When

an applicant is not a college graduate, these three digits
will not be included in the code.) Thus, in the Source
Code 5 A 421, the first digit refers to the fact that the
individual applied at NSA Fort Meade, the "A" indicates
that he was referred by a present or former NSA employee,
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1.

and the number 421 denotes that he is a graduate of Tufts
College. The code numbers which are to be used to re-
present the various "Recruitment Locations, " and the code
letters which indicate the "Recruitment Source Reference"
are listed in Appendix J.

Date of Availability. Record the earliest specific date on
which the applicant could report for employment if he were
fo be offered a job.

B. ltems To Be Covered During the Interview

These items represent a checklist of the points which the recruiter should
discuss with the applicant.

I.

Education.

a. See Section 4 for instructions on completing the academic
background of the interviewee.

b. Transcripts. Occasionally an applicant will bring to the
interview a transcript of his school record. When this
occurs, and if the applicant is recommended for further
consideration, the transcript should be attached to Form
E 3087 and the appropriate box should be checked. In
the "Grade Average" box, indicate the applicant’s
grade point average, for example, "3.5 out of 5.8".
An applicant who does not bring a transcript fo the
interview, but who is being recommended for further
consideration, should be told to request that his school (s)
send a transcript to the NSA Recruitment Office. An
"X" should be placed in the appropriate box to indicate
that this has been done.

Screening. Place an "X" in the box beside each of the

items listed in this section to indicate that the corre-

sponding points have been discussed with the applicant.
The terms used in the list serve as reminders of the points
which the recruiter should cover. The first seven terms
represent, respectively, the first seven statements listed
in Appendix A. Because of the sensitive nature of the

- key words used in Points 8 through 12 in Appendix A, the

term "Suitability" was used on the Interview Record to
represent all five of these.
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The letters "PG" are used to represent the polygraph
interview, which is part of the clearance procedure. In
explaining the polygraph interview to an applicant, the
recruiter should use the prepared statement provided in
Appendix A.

When discussing the topic "Military Service", the
recruiter should determine whether the applicant is
either draft eligible, in one of the ROTC programs, in
the reserve, classified as 4-F, or a veteran. His mili-
tary service status should be indicated in the "Status"
box. As is indicated in Appendix F, the recruiter
should be familiar with the latest policy statement
available at the Military Personnel Division regarding
the assignment of military personnel to the Agency to
fill operational positions. [f the applicant is a
veteran, the recruiter should ask how long he had been
in the military service. If the period of service was
relatively brief, for example, eight months or one
year, the recruiter should attempt to find out why the
applicant was in the service for such a short time. It
is possible that the individual might have been released
because of bad conduct or a mental illness. When such
information is obtained, it should be referred to under
the "Comments" section on the front of the Interview
Record.

Agency Features. After each of the appropriate items
listed in this section has been explained to the appli-
cant, the corresponding box should be checked fo in-
dicate this fact. The salient features of the "Graduate
Studies Program" or the "Cooperative Education Pro-
gram" should be explained only to those applicants for
whom they are relevant. The employment fectures of
the Agency are outlined in Appendices A through E.
All of the points listed in Appendices D and E should
be explained to each applicant if time permits. At
any rate, the recruiter should attempt to menticn at
least those points preceded by an asterisk in these two
appendices.
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4., Tests Taken or Scheduled

a. Tests. Check of the following tests the applicant
took: Professional Qualification Test (PQT); Pro-
fessional Placement Battery (PPB); Career Entrance
Placement Battery (CEPB). If the applicant was
given other tests, check the "Other" box and list
the test beside it. Currently the two main "Other"
batteries are the Electro-Mechanical Battery (EMB)

. and the Personnel Assessment Battery (PAB), and all
applicants are required to take the latter. T

b. Results Attached. If the test results are attached, a
check mark should be made to indicate this fact, and
either the Professional Qualification Test Battery
Card, the PPB Report of Results Form, the CEPB Report
of Results Form, or the EMB Report of Results Form
should be attached to Form E 3097 and forwarded
with the applicant's case. In the case of the PQT,
the composite staten score shouid be entered in the
""Score" box.

c. None Required. If the PPB, CEPB, or EMB is not
required for the position for which the applicant is
being considered, a check mark should be made in
the appropriate box. (An applicant cannot be given
final consideration for a job which requires a test
until after he has taken the test) Recall, however,
that all applicants are required to take the Personnel
Assessment Battery (PAB) before they can be hired.

d. Scheduled ~- Ploce and Date. If the applicant has
been scheduled to take a test, the appropriate box
should be checked to indicate this fact. Then the
spaces labeled "Scheduled" and "Date" should be
filled in.

5. Forms. This section lists the employment forms which should

‘ be given to applicants either in the field or at the local re~
cruitment office. Each of the appropriate boxes should be
checked to indicate that the corresponding form has been given
to the applicant along with a brief explanation of its purpose and
instructions for returning it. The recruiter should be sure to give
the applicant the sheet of instructions for completing the long
form of the Personne! History Statement (DD398).
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In addition, he should emphasize orally the following
directions for filling out the form. -

a,

g.

Use a typewriter or a pen with dark blue ar black ink
to complete the form. (Do not use a ball point pen.)

Use at least one given name, one initial, and your
last name (e.g., John G. Jones not J. G. Jones).

All addresses given,-including those of employers,
should include a street number and name, and a
city and state.

Answer every question. Do not leave any answer
space blank. Use the expressions "No," "None, "
or "Not Applicable" when they are apprepriate.

Answer each question as completely, but as briefly
as possible.

If there is any information not asked for on the forms
which you feel is important, put it in the "Remarks"

section of the form.

Have the form signed by a witness.

C. Recruiter's Recommendation

This section is intended for the recruiter's recommendation as to whether
or not an applicant should be given further consideration.
last, but is placed here for convenience in reviewing the Record. A recommen~
dation that an applicant be considered for employment does not constitute a com-
mitment to hire. It merely indicates that on the basis of his observation, the
recruiter feels it would be worthwhile to review the applicant’s qualifications

carefully.

1.

Job Areas. The recruiter should list one or more job areas for which
he feels the applicant might qualify. The titles used should be the
same as those listed in Appendix C if the job arsa recommended
corresponds fo one of the selected occupational fields covered in

Appendix C.
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Employment Potential. If the recruiter feels that on the
basis of the information obtained during the interview
(the applicant’s work interests, personal characteristics,
and apparent security suitability) he should be given
further consideration for hiring, the first box should be

checked.

If the recruiter has some reservations about the
potentialities of the applicant as an employee of the
Agency, the second box should be checked. To
illustrate a case for which the second box should be
checked, let us suppose an applicant’s stated voca-
tional interests are not related to the needs of the
Agency, but that he gives the impression of being an
alert individual who would not resist considering a
different vocation. The recruiter might deem it ad-
visable to recommend such a person, and would then
explain the basis of his decision in the "Comments"
section at the bottom of the page.

If the recruiter does not feel that the applicant
should be given further consideration, he should check
the third box and explain the reason for this decision
in the "Comments" section on the same side of the form.

Grade (recommended). In the "Grade" box, indicate

the GS or WB grade for which you feel the applicant
might justifiably qualify if he were to be hired.

D. Comments

When necessary, the recruiter should use this space to explain any features
of the applicant’s case which are most directly related to the points listed on the
front of the Recruiter's Interview Record. For example, it might be necessary to
explain why an applicant should take tests other than those already listed. Any
remarks regarding the recruiter's recommendation of the applicant should be re-
corded in this space. For example, if in the "Recruiter's Recommendation” section
it is indicated that the applicant is either being recommended with reservations or
that he is not being recommended, the recruiter should briefly explain the basis
for his decision in the "Comments" space.

8-7
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Completing the Reverse of the Record

Rating Scale

The Rating Scale was designed to enable the recruiter to summarize

quickly his evaluation of the Work Interests obtained from the applicant and to
record his subjective impression of the applicant's personal characteristics. It
should be completed for every applicant who is recommended by the recruiter.

Since the results of the Rating Scale will be used not only in the recruit-

ment program, but possibly also for placement purposes and in future research, the
following rules should be carefully observadi:

When rating an applicant, consider each factor independently.
One of the most common errors made by raters is thal of per-
mitting the rating on one factor to influance the rating assigned

to all the other factors. To illustrate such an error, let us sup-
pose that a recruiter were to rate a very friendly ard cooperative
applicant high on "Manner." Because the recruiter was impressed
with the applicant's pleasing manner, he might tend to assign him
a high rating on "Pertinence of Interests" even though objectively
he should have been rated low on this. Likewise, a low rating
given to one factor should nct be permitted to affect the ratings
given to the other factors. The recruiter might find it easier to
avoid the error just described if he keeps in mind that even though
an applicant is rated low on one of the factors, he can still recom-
mend him for further consideration.

The recruiter should not attempt to avoid apparent disparities in
the rafings. It is quite possible that an applicant should be rated
high on one or more of the factors but low on others. Relatively
few applicants will be consistenily high or consistently low on all
factors.

Ratings of the "General Imprassion" of the applicant should be
based on observations made throughout the entire interview. In
other words, the recruiter should not permit something which the
applicant says or does in one segment of the interview to influence
his appraisal of the applicant's behavior during the wther phases

of the interview.

The recruiter should avoid beirg too lenient or teo strict in
assigning ratings. He should not acquire a tendency to rate each
applicant too high or to be unrealistic in his standards.

8-8
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1.

Personal Characteristics

a.

General Impression. This factor refers to the applicant’s
general conduct and behavior during the interview. In
rating the individual on this factor, the recruiter should
consider such things as his cooperation, his poise, and
his apparent friendliness.

Grooming. A neatly groomed applicant should be wearing

pressed clothing free from soiled marks and lint. His shoes

should be shined, and his hair should be combed. A
woman's hairdo should not be elaborate, and her makeup
should not be excessive. The person's nails should be
clean.

Work Interests

a,.

Definition of Interests. This factor refers to the clarity
with which the applicant explained his work interests.
The recruiter may assume that an applicant has a very
clear notion of his work interests only if the content
of the siated preferences leave no doubt in the recruiter's
mind to what these interests are.

Pertinence of Interests. This factor refers to the extenf

to which an applicant's expressed interests are related
to the type of work done at the Agency. In order to
use this scale properly, it will be necessary for the
recruiter to become highly familiar with the general
nature of the work done by all the occupational fields
within the Agency. Summaries of the interests which
applicants should have for certain selected occupational
fields are provided in Appendix C. However, the re=
cruiter should use these summaries only as a source for
refreshing his memory on more detailed information which
he should have obtained by studying the occupational
structure developed by PERS.

Specific Work Interesis. .., Aspects Most Liked...,
Aspects Least Liked...  See Section 4 for instructions
on completing these sections.
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3.

A}
Comments. This space should be:used by the recruiter for
recording any brief remarks he. feels are essential for an
adequate interpretation of any evaluation he has made on
the back of the form. For example, if the recruiter had
indicated on the Rating Scale that an applicant’s work inter-
est are only remotely or not at all related to the needs of the
Agency, yet for some reason he feels that the applicant should
be given further consideration, he should explain the basis
for his recommendation under the "Commenfs” heading. The
recruiter should not repeat in the "Comments" section any
fact about the applicant which is already adequately rep-
resenfed by some item checked on the Recruiter’s Interview
Record.
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ADMINISTRATIVE ACT!VITIES TO BE CARRIED OUT BY FIELD RECRUITERS

This section of the Recruiter's Manual describes various administrative procedures
which are to be carried out by recruiters at colleges and universities. Activities
which are to be carried out before, during, and immediately following a field trip
will be discussed, followed by a description for support activities which should be
performed between field frips for public relations purposes. Frequent reference

. will be made in this section to the College File located in the Recruitment Office.
This file contains a folder for each of the colleges at which recruitment is con-
ducted. Each folder contains a variety of information to which the recruiter
must refer while making preparations for visiting the college or university. The
various items of information included in the folders will be referred to in the
discussions which follow.

Activities Preceding the Field Trip

Each folder in the College File should include the name of the placement
director of the college, names of professors and other key personnel at the school
whom it might be advisable to contact, and names of leaders in the student organ-
izations. These names, and additional information which will be referred to later,
should either be checked for correctness or be added to the folder each time a
recruiter returns from a field trip.

While making advanced preparations for a field trip, the recruiter should
write to the placement director of each of the colleges on his itinerary. In his
letter to the placement director, the recruiter should indicate the dates on which
he will be at the college. (Although the placement director will already have
arranged with the Recruitment Office the dates on which the Agency should send
ifs representative, the recruiter's letter will serve as a final confirmation of this
arrangement.) The placement director should be requested to fill any gaps in
the recruiter’s interview appointment schedule with the names of interested indivi-
duals who will be graduated sometime during the following academic year, and
who are receiving training related to the needs of the Agency. If the college is
one from which the Agency accepts students either for summer employment or for
the Cooperative Education Program, the recruiter can request that the placeme nt

‘ director fill any open times in his interviewing schedule with appointments with
students who qualify for either of these programs. The recruiter should consult
the Recruitment Chief in order to determine whether or not students from any of
the colleges included in his itinerary are accepted for these programs.

If the college folder contains the names of deans, department heads, professors,
or leaders of student organizations with whom the Agency has had previous contact,
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the recruiter should write to them indicating the dates he will be on the campus.
He should briefly describe the qualifications of job candidates for which the
Agency has a need, and request that they notify individuals to make an appoint-
ment with the recruiter at the college's placement office. If the Agency has a
need for personnel in a field such as library science, which is not emphasized

in the promotional brochures, the recruiter should write to the appropriate
department head to notify him of the dates he will be at the college. The letter
should specify the requirements of the positions that are open, and the head of
the department should be requested to have qualified students make an appoint-
ment with the recruiter at the placement office of the college.

At a college to be visited there might be some one from the Agency studying
under the fellowship program, a consultant to the Agency who is on the college
staff, or a student who is a former employee of the Agency. The recruiter should
write to such people to inform them of the dates he will be on the campus, and
request that they suggest to students whom they feel the Agency would be inter~
ested in that they make an appointment with the recruiter at the college’s place-
ment office.

The names of Agency employees who are recent graduates of various-colleges
and universities are available on an IBM run, which lists the names according to
the college attended. Using this list as a source of names, the recruiter can request
that recent graduates of the colleges he will visit write fo student acquaintances
and their former professors to inform them of his planned visit. The recruiter can
write to these people later and suggest that they make an appointment with him
at the placement office of the college.

All the letters referred to above should be written well in advance of the
planned visit in order to allow the individuals contacted sufficient time for making
the arrangements requested. This is especially important in the case of contacts
with student organizations, many of which hold meetings only once a month.
Everyone to whom the recruiter writes should be contacted in person, or at least
by telephone, when the recruiter is visiting the college.

While reviewing the contents of the appropriate folders in the College File,
the recruiter should make a brief record of all relaiively recent correspondence
which had been sent to the colleges which he will visit. Likewise, after checking
the NSA Speakers Pool folder, he should make a note of the names of the individ-
vals who had been sent from the Agency to speak at any of the colleges. Thus, if
while the recruiter is visiting a college, someone refers to a letter received from
the Agency or to one of the Agency’s speakers, he will not find himself in the
embarrassing position of not being informed about what the individual has reference
to. Because the recruiter represents the Agency, people with whom he will have
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contact at the colleges will assume that he is familiar with the Agency's public
relations efforts.

In a previous section of this manual, it was indicated that the recruiter should
be thorcughly familiar with specified portions of the Agency's security regulations,
with the occupational specialty requirements, and with the training programs listed
in Appendix F. Before leaving on a field trip, the recruiter should review the
salient features of these regulations, requirements, and programs. A recrvitment

‘ staff briefing, which will be conducted before he leaves on his field trip, will
provide him with additional information concerning current job openings and
salaries.

While in the process of assembliing the materials to be taken on his field trips,
the recruiter should check the College Recruitment Program Chart to determine
whether or not a supply of promotional brochures and posters has been sent to afl
the colleges included in his itinerary. If any of those colleges has not been sent
these materials, the recruiter should either send a small supply of them in care of
himself to the hotel where he will be staying while visiting that school, or take
them with him. Even if the Chart indicates that the brochures and pamphlets were
sent, the possibility always exists that someone at the college failed to distribute
them. Therefore, it is always advisable to have a supply available in the field.
Although the benefit which can be derived from an advance notice will have been
lost, the brochures and posters which the recruiter has with him can be placed
outside the interviewing room at the college for perusal by the students while they
are waiting to see him. The brochures describing the personnel needs of the Agency
can, of course, be kept by the student.

In addition to a supply of posters and brochures, an adequate number of each
of the items listed in Appendix G should be assembled by the recruiter for use in
the field. The Assistant Recruitment Chief will suggest how many of each item
should be taken.

In addition to a supply of the application forms which are regularly distributed
to recommended job candidates in the field (see the FORMS section of the Recruit-
er's Interview Record), the recruiter should take copies of the long Personal History
Statement and Supplement, and fingerprint cards if he is to visit a college whose
students are accepted for either summer employment or the Cooperative Education

’ Program. An adequate supply of the Recruiter's Interview Record should also be
taken. It should be kept in mind that a Recruiter's Interview Record is to be used
for each applicant interviewed,

The recruiter should also take a supply of government envelopes addressed to
himself at the Recruitment Office. These can be used to send communications by
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mail to the Agency when he is on a field trip. Also, each person fo whom application
forms are given should be supplied with one of the envelopes for returning the completed
forms.

At least three weeks before he is scheduled to leave on a field trip, the recruiter
should apply at the Agency’s Transportation Office for a "Transportation Request. "
Before doing so, he should have his itinerary completely worked out. He should
supply the Transportation Office with the names of all the cities he will visit, the
dates and time of arrival at and departure from each place, and information con-
cerning whether he will travel by plane, train, or bus. On some trips it might
be necessary to travel most of the distance by plane and the remainder by either
train or bus. The recruiter should always plan to take a plane on long trips. The
"Transporfation Request" will be returned to the recruiter, who will sign it before
he submits it to a commercial carrier in exchange for a ticket. The Transportation
Office will make the travel reservations.

In those instances when the recruiter cannot supply in advance the exact dates
of travel because he is unable to predict how long he must remain at one or more
of the colleges on his itinerary, the Transportation Office will provide him with a
series of "Transportation Requests” to be filled out as they are needed. In such
cases, it will be necessary for the recruiter to make his own travel reservations.

If part of a trip must be taken by train or bus for which the fare is less than
five dollars, the recruiter should pay for the transportation with his own funds.
He will be reimbursed for the cost of such short trips when he presents his ticket
stubs to the Transportation Office. Taxi fares, for which no receipt is necessary,
will also be reimbursed by the Transportation Office.

Hotel reservations should be made well in advance of the planned visit. In
the College File, the folder representing the school which the recruiter will visit
should contain the names of suggested hotels in the town or city where the college
Is located. The Recruitment Office will make the hotel reservations, except in
those instances when the recruiter makes his own travel arrangements because his
exact itinerary cannot be predicted in advance. The recruiter should plan to check
into his hotel the day before he is due to report at a college, and his hotel reser-
vations should be scheduled accordingly.

In addition to names of hotels, the college folder will also offer suggestions
on places to eat. The folder should contain directions for getting to the college's
placement office. The time when the recruitment interviews are scheduled to
begin at a given college will appear in the folder for the college. The recruiter
should make a written note of this time,
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Activities During the Field Trip

The recruiter should plan to arrive at the placement office of each college he
will visit at least one-half hour before he is scheduled to begin interviewing. How-
ever, this may not be possible if the first interview is scheduled for 8:98. An early
arrival will provide the recruiter with time in which to pay his respects to the
placement director, and to inform him of any changes in the recruitment policy,
such as the requirements that job applicants with an undergraduate mathematics

' major must take the Graduate Record Examination unless they have already done
graduate work in this subject. The time can be used also to arrange Agency
promotional brochures and posters outside the interviewing space to which the
recruiter has been assigned, and to check the interviewing schedule in order to
determine whether or not there are any open periods.

If the interviewing schedule is not full, the recruiter should request that the
placement director refer to him any qualified students who might come to the
placement office during the days he will be at the college. He could also ask
the placement director to arrange interviews with juniors, students who will be
graduates at midyear, and graduate students who presumably would be able to
qualify as Agency job candidates the following year, and possibly with other
qualified undergraduates if the college is one from which the Agency accepts
students for summer employment and the Cooperative Education Program. If
there is time before the first interview, or during those periods of the day when
no interview is scheduled, the recruiter should contact college staff members
with whom the Agency has had previous contact, to inform them of his presence
on campus. He could request that these people refer students to him for inter~-
viewing, and also indicate his willingness to explain the job opportunities at
NSA to classes or to any student organizations, including fraternities and
sororities, which might hold a meeting during his stay on campus. Some stu-
dent clubs have luncheon meetings which the recruiter could attend. Any
speeches that are made to student groups should be planned in advance at the
Agency, and a detailed outline of the speech should be checked against security
regulations. The preparation of speeches will be referred to again in the "Support
Activities" section.

Before beginning an interview with an applicant, the recruiter should obtain
some notion of his background by reviewing the contents of the student's folder,
. which some, but not all, college placement offices maintain. At most colleges
the placement office will also supply the recruiter with a data sheet on which the
student will have indicated such information as the type of work he desires, the
salary he expects, the geographical location he prefers, the date he would be
available, and his military status.
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In a previous section of the Recruviter's Manual, it was indicated that a
Recruiter's Interview Record should be completed for every applicant interviewed.
In the "Comments" section the recruiter should explain why the applicant either
was or was not recommended for further consideration. This should be done even
if an apparently good job candidate states that ke is not interested in a job with
NSA. In many cases it will be necessary to supply only the applicant's identifying
data, such as his name and address,andsingle seatencs in the "Comments" section
explaining why he is rot being recommended for further consideration. When the
recruiter interviews a student whom he considers a good prespective job candidate,
but who will not be available until the following year because he is either a
junior, a graduate student, or will be a midyear graduate, or perhaps for some
other reason, the Recruiter's Interview Record which will be filled out should be
earmarked for filing in the school's folder in the College File al the Recruitment
Office.

When there is time during his stay ot a college, the recruiter should find out
from the placement director what salaries other employers are offering the kinds
of people in whom NSA is interested. He should also attempt o find out how
great the demand is for individuvals in each occupational category needed by
NSA. These data should be included in the recruiter's trip report, which he will
prepare after returning from a field recruitment assignment.

After he has completed his interviews, the recruiter should attempt to find
out from the placement director whatever else he can regarding the qualifications
of the students whom he interviewed. If any of this information is used by the
recruiter in the evaluation of the student as a job candidate, this fact should be
mentioned under "Comments" on the Recruiter's lnterview Racord.

Before leaving a college, the recruiter should attempt to s2e the placement
director again in order to express appreciation for the cooperation afforded him
during his visit. Since placement directors are usually very busy people, this
visit should be kept as brief as possible. If time allows, any other individuals
at the college who were especially helpful to the recruiter should be thanked,
at least by telephone, for their assistance. Because letters of appreciation will
be sent to such individuals after the recruiter returns to the Recruitment Office,
he should not be overly concerned if there is insufficient time for contacting them
before he leaves the college.

Activities Following the Field Trip

This section contains a summary of the action to be ti1ken upon return from
the field trip. Although most of these activities already have baen enumerated
in the first two sections, they are summarized here for convenience of referral,
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Within one week after the recruiter returns from a field trip, he should write
a trip report. Examplss of the types of information that should be included in the
report and the format which should be followed can be obtained by reviewing
reports previously prepared by other recruiters. Special emphasis in the trip report
should be givan to any new public relations techniques which the recruiter might
have discovered while he was working in the field.

If there has been any change in the college personnel with whom the Agency
has regularly had contact, or if the recruiter has made any new contact which he
feels it would be worthwhile to maintain, this should be noted in the report. For
example, a former depariment head with whom the Agency has had regular con=
tact at one unjversity might become a dean at another college at which the Agency
does recruiting. Such a fact should be included in the trip report. Likewise, if
the recruiter discovers that a college staff member whom he visited dislikes govern-
ment agencies, or if he learns that a former Agency employee who is now at the
college has an unfavorable attitude toward NSA, mention of this fact should be
made in the trip report to serve as a reminder that it might be best to avoid these
people on future trips to the college.

In the discussion related to the administrative activities which the recruiter
should engage in while visiting a college, it was indicated that an attempt should
be made to learn from the placement director what salaries are being offered by
other employers and what kinds of job conditions are most in demand. Such
information should be included in the trip report.

Letters of thanks should be written to the placement director and to any others
at a college who were especially helpful to the recruiter. These letters should be
written as soon as possible after the recruiter refurns from a field trip.

if the recruiter interviewed any promising juniors, graduate students, or stu-
dents to be graduated at midyear, who will not be available until the following
year, the Recruiter's Interview Record of these individuals should be placed in the
folder maintained for the college at which they were interviewed. In advance of
the time when the juniors should file en application for taking the Professional
Qualification Test the next year, they should ke sent letters in which it can be
suggested that they make arrangements for taking the test,

In a previous section of the Manual, a procedure for compiling new inter-
view techniques was discussed. It was suggested that each recruiter make a note
of any interviewing technique which he had not used before but which appeared
to be either particularly effective or ineffective. Any such techniques should be
adequately described in writing and submitted to the Assistant Recruitmert Chief
in order that they can be discussed with the other recruiters at a staff conference.
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Those which appear to have the mast promise should be added to the appropriate
section of the Recruiter's Manual.

Support Activities

On occasion a member of the staff at a college which the recruiter visits might
inquire as to whether or not the Agency could supply him with certain kinds of infor-
mation. For example, he may have read in a technical journal an article which
indicated that the National Security Agency was performing research in a particular
area, and he might like to obtain more information cbout the ressarch if it is avail~
able for general consumption. After the recruiter has complated all the adminis-
trative activities which should be performed during the pericd immediately following
his return from a field trip, he should attempt to locate the arganization within the
Agency which has the information desired by the college staff member. If the infor-
mation is unclassified and can be made available for distributicn, the recruiter should
either arrange to send it himself to the person who requested it, or ask the Agency
organization which possesses the information to do so. If the lulter course is
followed, the recruiter shculd write to the stoff member of tha coliege and indicate
that arrangements were made for his receiving the informetion requested. An accom-
modation such as this can serve as a good public relations g=sture.

Periodically during the year the recruiter should write to the placement director
of each of the colleges which he visited on his field trips, and te any other college
staff members who were especially helpful. [n the lefter he can refer to the number
of students from the college who were prozessed for employirent. If he has time to
examine the test results, he can mention how well the students from the addressee’s
college performed on the placement tests. If there are any clanges in the Agency's
recruitment policy, these also can be mentioned in the letier.

While writing the letters referred to above, the recruiier should keep in mind
that the major purpose to be served by this activity is to devzlop and maintain good
public relations with the colleges. Since the competition with commercial em-
ployers for college personnel is so keen, this public relaticns effort is an extremely
important function.

Because the recruiter might be asked to oddress a student group while he is
visiting a college, he should prepare in advance a speech, or at least a detailed
outline of one, which he could deliver on short notice. He can prepare this
somefime during the interim period between fisld trips. It should be submitted to
the Recruitment Chief for approval.
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APPENDIX A

EXPLANATION OF NSA'S SECURITY
CLEARANCE PROCEDURE

Because the National Security Agency is an intelligence organization which has
the mission of assisting in the safeguarding of the Nation‘s security, candidates
for employment with the Agency must be very carefully screened. The following

‘ are some of the reasons why an individual would very probably not be accepted
for employment.

1. If he is not a native born citizen of the United States, or if he
has spent long portions of his life in a foreign country.

2. If members of his or his spouse's immediate family are not citizens
of the United States.

3. If he has close relatives, or friends with whom an especially close
relationship exists, living in a foreign country.

4. If he holds, or has ever held, membership in an organization
whose purpose it is, or was, to alter the form of the United States
Government by unconstitutional means.

5. If he or any member of the family into which he was born has had
a history of mental illness.

6. If he has ever been arrested, convicted, heavily fined, imprisioned,
, or placed on probation by the law.

7. If he has ever been discharged ("separated") from employment, the
armed services, or school because of undesirable behavior.

8. If he has engaged in sexual perversion.
9. [If he is or has been a chronic alcoholic or drug addict.

. 14, if he has ever engaged in any activity or disgraceful conduct which
would suggest that he is not trustworthy, that his loyalty to the
United States is questionable, or that he could be vulnerable to
blackmail.
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11.  If he has ever de]iberately given false information on Government
forms, or omitted pertinent information from these fors, for the
purpose of concealing facts which might affect his being employed.

12. 1fhe hasa history of financial indebtedness which is of such a
naturé 1o suggest that he lacks a moral sense of obligation, or that
he might succumb to attempfs to bribe him into revealing classified
information.

In addition ¥ having ¢ complete background investigation, an applicant is required
to undergo a medical examination and polygraph interview at the Natiorial Security
Agency. The polygraph is more commonly referred to as the "lie detector.” Dur=
ing this interview, an applicant is asked {o verify certain information with respect
to his background.
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APPENDIX B

MISSION OF THE NATIONAL SECURITY AGENCY

The National Security Agency is one of the major facilities of the

United States Depariment of Defense.

The safety of the United States, and its allies, depends in part upon

the activities carried out at the National Security Agency.

The National Security Agency is concerned with Signals Analysis,

Signals Security, and Research and Deve lopment in these fields.

B-1
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APPENDIX C

WORK INTERESTS RELEVANT TO SELECTED OCCUPATIONAL FIELDS
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INDEX TO SELECTED OCCUPATIONAL FIELDS

Occupational Field Page
Analysis . . . v o o0 v 0. e e e e ... C-l
Analytic Linguistics . . . . . . . e o e e s e s C-2
Language Research . . ¢ v v o v v v ¢ 0 v v v C-3
Intelligence Research Analysis . . . .. .... C-4

Data Systems Programming. . « + o o v+ o o .. C-5
Electronic Engineering. « « « « « . . . A & )
Mechanical Engineering. . . . . ceeese.. C-8
Industrial Engineering . « « « v v .o 0o, C-9
Mathematics. « « v v v v v v v v v s e ew. .. C-10
Physics . .. ... e et e e e e o.. C-11
baw oo v v ittt e i i e e s .. C-12

Communications Security Doctrine . . ..... C-13

FOR OFFICHATUSE-OhNN—
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ANALYSIS

Applicants for a position in this occupational field should be interested
in the following activities:

1.

. 2.

3.

4,

Working with material very much like a puzzle consisting of sequences
of apparently unrelated letters and numbers.

Observing relationships (both mathematical and non-mathematical)
among letters and numbers on an inspection basis.

Formulating hypotheses as to how the observed relationships could
be used as a basis for deriving a meaningful pattern.

Testing hypotheses by using logical processes or analytical methods.

Some applicants should be interested also in the following activities:

1.
2.

3.

4,

Preparing reports.
Making use of machine aids in the analysis of data.

Applying a knowledge of statistics and/or higher algebra in the
analysis of data.

Working for months on a single problem

Applicants should not expect to make use of an interest in the following
activities:

1.

2.

Working with substantive material .

Applying only mathematical methods to the solution of a problem.

C-1
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ANALYTIC LINGUISTICS

Applicants for a position in this occupational field should be interested in
the following activities:

].

7.

8.

Using a knowledge of the vocabulary and grammatical structure of a
foreign language to reconstruct either technical or colloquial words
and expressions which have been distonted in some way.

Establishing the meaning of new or unfamiliar foreign language terms
and expressions.

Analyzing characteristic features of a foreign language.

Building a large vocabulary, both in English and a foreign language,
used in many different types of subject matter.

Learning a new language.
Studying publications to gain knowledge of an assigned area.
Remembering many specific details related to world affairs.

Writing summaries and reports.

Applicants should be interested in one or more of the following activities:

1.

2.

Using a reading knowledge of a foreign language to do research on
either a specific geographic area or a particular subject-matter field.

Changing foreign language from an oral fo a written form in either
the language, translations, or English summaries.

Applicants should not expect to make use of an interest in the following
activities:

i.

Working with textual material which is usually substantively complete
and in a conventional form.

Conversing in a foreign language.
Interpreting.

Preparing translations or reports with a literary style similar to that
used in creative writing.

C-2
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LANGUAGE RESEARCH?*

Applicants for a position in this occupational field should be interested in
the following activities:

1.

‘ 2,

Analyzing the structure and functioning of a language about which
little is known.

Doing research to establish the meaning of new or unfamiliar foreign
language terms and expressions.

Working with clear and distorted written texts, which could include
either technical or colloquial expressions.

Using a comprehensive knowledge of the grammatical structure of a
language.

Building a large vocabulary, both in English and a foreign language,
used in many different types of subject matter.

Remembering many specific details related to world affairs.
Preparing dictionaries and other linguistic aids.

Learning a new language.

Applicants should not expect to make use of an interest in the following
activities:

.l.

Preparing translations of textual material which is usually both sub-
stantively complete and in a conventional form.

Regularly translating spoken words.
Interpreting.

Preparing translations with a literary style similar to that used in
creative writing.

*  Applicants for one of these positions are usually recruited to fulfill a specific
requirement.

C-3
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INTELLIGENCE RESEARCH ANALYSIS

Applicants for a position in this occupational field should be interested in
the following activities:

1.

8.

Abstracting from many different sources elements of information, such
as facts related to persons, places, and organizations, which appear
to have potential intelligence value.

Attempting with the aid of a wide variety of reference materials to
ascertain the actual meaning and accuracy of information which can
be either vague, ambiguous, or seemingly clear.

Evaluating raw data in terms of its relation to intelligence requirements,
its validity and the validity of its source, and its relation to other data.

Synthesizing data and information on a specific subject from various
and disparate sources.

Objectively interpreting the significance of intelligence information.

Building a large vocabulary used in many different types of subject
matter.

Maintaining a sustained interest in international aoffairs.

Remembering many specific details related to world affairs.

Applicants should be interested in one or more of the following activities:

]0

2.

3.

Integrating elements of information into either a listing or a written
exposition which is clear and valid and follows a prescribed format.

Employing a comprehensive knowledge of good English usage.

Compiling and maintaining files of information.

Applicants should not expect to make use of an interest in the following

].

2.

activities:

Preparing written material in a literary style similar to that used in
creafive writing.

Embellishing factual details for the express purpose of making them

sound interesting.

C-4
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DATA SYSTEMS PROGRAMMING

Applicants for a position in this occupational field should be interested in
the following activities:

1. Studying the operations of digital computers and other electronic
computer-type machines.

2, Acquiring a basic understanding of the types of problems handled by
those who request data processing.

3. Interpreting requests for data processing, and making block diagrams
and flow charts to show in logical sequence the procedures to be
carried out by a machine operator.

4. Preparing coded instructions which can be utilized by a machine.

5. Providing clear and complete written instructions to the computer
operators.

6. Working for weeks, and sometimes months, on a single problem to
develop the most efficient program.

7. Employing ingenuity and giving careful attention to details in
developing and perfecting programs for a variety of problems.

Applicants should not expect to make use of an interest in the following
activities:

1. Performing mathematical computations.

2. Operating high-speed digital computers regularly.
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ELECTRONICS ENGINEERING*

All applicants for a position in this occupational field should be interested
in the following activity:

Acquiring a knowledge of the most recent techniques in such
areas as communications and high-speed data processing.

All applicants should be interested in one or more of the following acti-
vities:

1.

Applying pulse techniques in the design of equipment for automatic
data processing and in the handling of transmissions carrying digital
data.

Applying both advanced and conventional communications techniques
in the design of all types of receiving equipment.

Conducting either theoretical or ewlcal research on solid state
devices and other newly developed components.

Developing laboratory models of either data processing and computing
equipment, radio and recording equipment, or auxiliary devices for
use with standard communications equipment.

Applying a knowledge of the latest technical developments in electrical
engineering in an attempt to improve the design of equipment which
employs relay switching circuits and mechanical components. **

Most applicants should be interested in the following activities:

I.

2.

Monitoring contracts for either research on, or the design, development
and production of communications and computer equipment.

Serving as a contact representative between the engineers who design
equipment and the users of the equipment.

Evaluating prototypes of newly developed equipment on the basis of
laboratory and/or service testing.

*k

Applicants for a position as an Electronic Engineer should have a degree

in either Electrical Engineering or Electronic Engineering.

This information should be presented only to those individuals who appear
to be more interested in the development and building of working models

of equipment than in the more theoretical approaches required in Electronic
Engineering.

C-6
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4. Supervising the maintenance and modification of communications or
computer equipment.

5. Preparing written specifications, reports, and manuals when required.

Applicants should not expect to make use of an interest in the following
activity:

Working on problems directly related to the generation and use of
electricity for power, heat, and light.

c-7
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MECHANICAL ENGINEERING

All applicants for a position in this occupational field should be interested
in the following activities:

1. Applying a‘knowledge of the latest technical developments in
mechanical engineering in an attempt to increase the reliability
and speed of the components and auxiliary devices used with high-
speed electronic equipment.

2. Designing small, compact, intricate mechanisms.

3. Performing research on the packaging of communications equipment
in order to meet user requirements, such as ease of maintenance
and operation, durability, and size.

4. Devising ingenious solutions to design problems which must be worked
out on the drawing board.

5. Developing laboratory models of mechanical and electro-mechanical
equipment.

6. Applying an understanding of electrical engineering theory in the
process of designing the mechanical features of electro-mechanical
equipment.

Some applicants should be interested also in the following activities:

1. Monitoring contracts for either research on, or the design, development,
and production of communications and computer equipment.

2. Serving as a contact representative between the engineers who design
equipment and the users of the equipment.

3. Evaluating prototypes of newly developed equipment on the basis of
laboratory and/or service testing.

4. Preparing written specifications, reports, and manuals when required.

Applicants should not expect to make use of an interest in the following ‘
activities:

1. Designing and building large machinery.
2. Applying an extensive knowledge of thermodynamics.
_ C-8
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INDUSTRIAL ENGINEERING*

Appl!

icants for a position in this occupational field should be interested in

the following activities:

1.

2.

Keeping abreast of new techniques and new equipment to improve the
quality of products and the productive capacity of a plant.

Planning the most effective plant layout, developing the most efficient
methods, and conducting work measurement studies for increasing
production, saving personnel time, and reducing the cost of operations
in office type and industrial plant settings.

Some applicants should be interested in cne or more of the following
activities:

i.

Using techniques of time and motion studies, materials handling, and
related industrial engineering techniques, to establish standards for
production, quality, and inventory control, and in general, for the
efficient use of personnel and equipment associated with electronic
data processing.

Employing sampling techniques in conducting work measurement studies
of paper processing operations.

Applying engineering standards commonly associated with piece work
and assembiy line processes in conducting work measurement studies
of machinery operations and similar industrial type activities.

Analyzing materials-handling problems related to warehousing and
supply systems.

Applicanis should not e xpect to make use of an interest in the following
activity:

Using an extensive knowledge of assembly line techniques commonly
associated with the mass production of industrial products.

*  Only applicants with an Industrial Engineering degree, or its equivalent,
should be considered for this occupation. An applicant who does not qualify
as an Industrial Engineer should not be considered for this occupation.

Cc-9
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MATHEMATICS

All applicants for a position in this occupational field should be interested
in the following activities:

1. Acquiring a knowledge of any specialized mathematical topic required
to deal with complex problems in communications and data analysis.

2. Using a knowledge of statistics, probability theory, and/or modern
algebra either in the analysis of current problems or in the conduct
of long~range research.

Some applicants should be interested in the following activities:

1. Assisting communications experts in the design of special features of
communications sytems by investigating the problems which require
the application of statistics, modern algebra, prokability theory,

and information theory.

2. Assisting computer experts in the design of automatic data processing
equipment used primarily for the solution of logical problems.

3. Using high-speed computers and other computational devices.
4. Working with analytic personnel in the analysis of data in which
statistical design of experiments and probability theory are often

employed.

5. Working on problems in which some background in physics and
engineering is useful.

6. Working on problems in which a specialized knowledge of logic or
other abstract disciplines is useful.

Applicants should not expect to make use of an interest in the following
activity:

Working on problems which require specialization in geometry.
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PHYSICS

Applicants for a position in this occupational field should be interested in
the following activities:

1. Determining the physical characteristies of ionized regions, nuclear
magnetic scatter of electromagnetic propagation, and the effect of
tropospheric scatter.

‘ 2. [Investigating nuclear counting techniques, the chemistry of solids
and lubricants, and electromagnetic propagation as related to micro-

wave communications systems.

3. Developing means of utilizing solid state devices in automatic com-
puting machires and electronic circuits.

4, Solving mathematical physical equations by using digital computers.

Applicants should not expect to make use of an interest in the following
activity:

Studying the properties of fissionable materials.
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LAW

e

Applicants for a position in this occupational field should be interested in
the following activities:

1.

2.

Serving as a legal adviser to administrative officials.

Writing interpretative and administrative orders and regulations.

Some applicants should be interested in the following activities:

1.

Preparing, reviewing, or interpreting contracts, agreements, and
other legal documents requiring original phrasing to protect the
interests of the government in matters pertaining to the procurement
of materials, supplies, equipment, and services.

Rendering legal opinions on patent matters.
Preparing legal opinions when claims arise under Agency contracts.

Analyzing legal questions and matters of policy relative to patents
and copyrights.

Investigating inventions in which the government, through the National
Security Agency, must determine whether or not an application for
a patent is warranted,

Applicants should not expect to make use of an interest in the following
activity:

Serving as a trial attorney.

C-12
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COMMUNICATIONS SECURITY DOCTRINE

Applicants for a posifion in this occupational field should be interested in
the following activities:

1.

5.

Acquiring and applying a comprehensive knowledge of regulations
governing the use of communications security systems.

Analyzing field reports of communications operations in an attempt
to determine the nature and extent of possible security violations.

Composing official correspondence concerning communications
security matters.

Preparing instructions, written in a simple, direct style similar to
that used in trade school manuals, for the use of special communi-
cations equipment.

Preparing written interpretations of communications security
regulations for distribution to personnel in field locations.

Applicants should not expect to make use of an interest in the following
activity:

Doing research on intelligence information.
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APPENDIX D

DESIRABLE FEATURES
OF EMPLOYMENT WITH NSA

I. Nature of the Work

*A. Since the service being performed at the National Security Agency
is vital to the safety of our nation and the free world, a great dedal
' of personal satisfaction can be derived from doing the work required.

*B. Since much of the work done at the National Security Agency is
unique, employees are provided with ample opportunity for learning
new skills and acquiring new information.

C. Becouse the problems handled by the Agency are highly complex the
work caon be extremely chalienging.

D. Because the work is complex, and because new and different problems
for which the solutions are needed appear periodically, a successful
employee, by necessity, must continuously develop and sharpen his

skills,

It. Employment Benefits

(Describe the promotion features covered by the most recent publi-
cation which outlines the Agency's employment policy.)

*A. Employees of the National Security Agency who maintain a satisfactory
work performance enjoy a high degree of job security.

*B. The annual and sick leave policies and retirement and insurance bene-
fits, which are generally considered to be among the chief advaniages
of Federal employment, are available at the National Security Agency.

C. The pay scales and increments at the National Security Agency are the
same as those offered by other Federal agencies.

*  An attempt should be made to mention all the items preceded by an
asterisk. To the extent that time permits, additional items which the
recruiter feels might appeal to the applicant being interviewed should
be cited.

D-1
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D. Employees of the National Security Agency cannot ke forced to
relinquish their jobs to individuals with greater seniority who have
been terminaied from other agencies because of a reduction in force.

E. Men who have been employed at the National Security Agency, and
who have not yet fulfilled their military service obligation, can request
to be assigned to duty at the Agency after completing bosic training.
Military personnel who have been on duty in the operational units at
the Agency usually can, upen request, obtain a civilian appointment
when they are discharged from the service.

Hi. Educational Opportunities

(Describe the training features covered by the most recent publication which
outlines the Agency's training programs, including the Cooperative Education
Program.)

*A. The Agency offers a side variety of courses, related to the work, which
are offered during working hours.

B. Employees may be permitted to take courses related fo their work at
local universities for a nominal fee, since the Agency will assume
most of the cost.

C. The universities lccated within ecsy commuting distance of the Agency
include American University, Catholic University, The George
Washington University, Georgetown University, The University of
Maryland, and Johns Hopkirs University. All the universities offer
courses during the evening hours and on Saturdays.

D. Various government agencies offer undergraduate and graduate courses
during the evening hours.

E. The Agency offers fellowships for training af universitiss in engineer-
ing, mathematics, and statistics, and will provide moving expenses

and fuil salary to the recipients.

IV. Geographical Location

A. The main site of the National Security Agency is located between two
large metropolitan areas, Washington and Baltimore, which are con-
nected by an expressway.
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B. Eastern seaboard cities, such as Philadelphia and New York, are
easily accessible by train or automobile.

C. Chesapeake Bay,with its swimming, fishing, and boating facilities
is nearby, as is the Maryland Hunt Country, with ifs senic beauty and
opportunities for hunting and attending horse races.

D. The Atlantic Ocean and the Blue Ridge and Appalachian Mountains
are all within a relatively convenient driving distance from the site

‘ of the National Security Agency.

V. Cultural Opportunities

A. Both Washington and Baltimore offer a wide variety of cultural
activities through their libraries, art galleries, annual concert and
lecture series, and their professional and semi~professional theaters.

B. There are fine public schools and numerous churches located in the
residential areas where NSA personnel live.

VI. Working Conditions

The main NSA building, one of the largest in the Washington area,
is a new, modern, air-conditioned structure which houses the most
up-to-date facilities needed for efficient operation.
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APPE;NW)Z E

UNDESIRABLE FEATURES OF
EMPLOYMENT WITH NSA

l. Nature of the Work

*A,

® .

*C.

Much of the work done af NSA is unique and has relatively little
direct applicability to jobs outside the Agency.

Because much of the work is unique, employees in certain occu-
pational fields are not able to use their previous training and
experience directly.

During the months of apprenticeship, much of the work is routine.
Although one's work can eventually become highly specialized,

a considerable amount of routine work will always be involved.
(However, the information gained from the performance of such work
can often be extremely valuable o the solution of a problem)

In certain occupational fields, only a segment of the problem is
handled, and the over-all problem, as well as its solution, is
never seen by individuals in these occupational fields.

The probiems dealt with in some occupational fields are so complex
that attempts to find solutions to them can continue for many, many
months.

Since the successful solution of mest of the problems handled by
certain occupational fields represents the efforts of so many people,
with few exceptions, no one person can be given recognition for
the final solution.

The nature of the material handled on scme occupational fields
is exiremely unstructured and symbolic. Having to work with such
ambiguous materials can be highly frustrating to some individuals.

Because mosf of the work carries a TOP SECRET classification, an
individual is not permitted to discuss his work outside the Agency.

An attempt should be made to mention all the items preceded by an
asterisk. To the extent that time permits, additional items which the
recruiter feels might appeal to the applicant being interviewed should
be cited.

E-1
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I. Every individual is required to ob%r've very-strict rules concerning
security regulations. "

li. Employment Conditions

*A. Employees at the National Security Agency do not acquire Civil
Service Status. Thus, for example, if an employee with ten years
continuous service were to leave NSA because of a reduction in
force, he would not have preferential employment rights with
another government agency.

B. Since the National Security Agency maintains a 24-hour operation,
some individuals are required to do shift work. (However, the
majority of the employees work during the morning and afternoon
hours. )

E-2
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APPENDIX F

LIST OF REFERENCE MATERIALS

The recruiter should become thoroughly familiar with the content of the
most recent edition of the following documents or sections of documents.

1.

Cryptologic Occupational Specialties and other
occupational information contained in the Crypto-
logic Career Occupational Handbook.

Chapter 1l: "Personnel Security" in NSA Security
Manual (NSA Manual Number 128-1).

Chapter 1V, Section 1: "Security of Classified

Information and Material” in NSA Security Manual
(NSA Manual Number 128-1).

Current material concerning the Agency's promotion
policy.

Agency’s training policy statements for various occupa-
tional fields.

The document which describes the Cooperative Education
Program.

The latest policy statement available at the Military

Personnel Division regarding the assignment of military
personnel to the Agency to fill operational positions.

F-1
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APPENDIX G
LIST OF FIELD RECRUITMENT SUPPLIES

1. Posters

a. Science and Engineering
b. Liberal Arts

. 2. Brochures

a. Mathematics - "To the Graduate Mathematician"
b. Science and Engineering - "Opportunities Unlimited"
c. Liberal Arts - "PQT Bulletin of Information"

3. Recruiter's Work Sheet

4, Recruiter's Interview Records
5. Application forms:

SF57 Application for Federal Employment

DD398 ]Personnel History Statement and

DD398S | Supplement

c. E2771 Conditions of Employment

d. DAIT111 Certificate of Nonaffiliation With Certain
Organizations

e. SF86 Security Investigation Data for Sensitive
Positions (2 copies)

f. SF89 Report of Medical History

g. SF87 USCSC Fingerprint Chart

h. E2111  General Information for All Applicants

o-Q

6. Ball point pens
7. Pencils
8. Note paper
9. Self-addressed envelopes
‘ 18. Miscellaneous supplies including scotch tape and paper clips

11. Consolidated folder containing material from recruiters® briefing

12. Recruiter's Manual

G-1
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APPENDIX H

RECRUITER'S INTERVIEW RECORD

FOR OFF{
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RECRUITER'S INTERVIEW RECORD

INTERVIEWER

DATE OF INTERVIEW

NAME OF APPLICANT

DATE OF BIRTH

LOCAL ADDRESS

PHONE

PERMANENT ADDRESS

PHONE

SOURCE CODE DATE OF AVAILABILITY
PROFESSIONAL NON-PROFESSIONAL
GRADE AVERAGE
NON-HIGH SCHOOL GRADUATE TRANSCRIPT ATTACHED
: ouT
HIGH SCHOOL GRADUATE TRANSCRIPT TO BE MAILED OF
l: S5CHOOL YEAR MAJOR MINOR
5 B.A./B.S.
o SCHOOL YEAR MAJOR MINOR
a M.A./M.S.
SCHOOL YEAR MAJOR MINOR
NATIVE BORN (self) ARRESTS, HEAVY FINES, ETC. .
o
z CITIZENSHIP (close relatives) SEPARATIONS
z
ﬁ FOREIGN REL ATIONSHIPS SUITABILITY/PG
@ STATUS
9 ORGANIZATION MEMBERSHIP MILITARY SERVICE
MENTAL ILLNESS &\\
N 0 AGENCY'’S MISSION TRANSPORTATION AGREEMENT (Engr. & Sci.)
o
5,? DESIRABLE AGENCY FEATURES TRAINING AGREEMENT  (Engr. & Sci.)
<
< UNDESIRABLE AGENCY FEATURES RELEVANT WORK INTERESTS
SCORE
NONE REQUIRED PQT
;’_’ CEPB RESULTS ATTACHED
m (Place) (date)
- PPB SCHEDULED
N
OTHER (Specify) &\
DY
NONE GIVEN
" SF 57
z ATTACHED
o LONG FORMS TO BE RETURNED IN PERSON
SHORT FORMS TO BE RETURNED BY MAIL
RECRUITER’S RECOMMENDATION
o GRADE
1. U RECOMMEND W/O RESERVATIONS
[7s]
o< = RECOMMEND
ouw 2. - T i W/ RESERVATIONS (Specify)
22'5
3. w g DO NOT RECOMMEND
COMMENTS

NSA FORM E3007 REV NOV 59 (Supersedes E3007 DEC 57 and E3841 DEC 57 which is obsolete)
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RATING SCALE

PERSONAL CHARACTERISTICS

GENERAL IMPRESSION

GROOMING

VERY FAVORABLE

FAVORABLE

UNFAVORABLE

EXTREMELY UNFAVORABLE

VERY NEAT

ADEQUATELY NEAT

SOMEWHAT UNTIDY OR INAPPROPRIATE

VERY UNTIDY

WORK INTERESTS

DEFINITION OF INTERESTS

PERTINENCE OF INTERESTS TO AGENCY NEEDS

VERY CLEARLY DEFINED

CLEARLY DEFINED

FAIRLY CLEARLY DEFINED

POORLY DEFINED

HIGHLY RELATED

SOMEWHAT RELATED

REMOTELY OR NOT AT ALL RELATED

OPPOSED

SPECIFIC WORK INTERESTS IN TERMS OF TRAINING, EXPERIENCE AND ABILITY,

ASPECTS MOST LIKED - WHY?

ASPECTS LEAST LIKED - WHY?

COMMENTS

e e
NSA FORM E3007R REV NOV 59
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APPENDIX 1

RECRUITER'S WORK SHEET

f
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MhWGCNRAWI BN & TWINNRVIiIRER§

DAILY SUMMARY ‘

LIBERAL ARTS APPLICANTS

TOTAL. NUMBER INTERVIEWED

TOTAL NUMBER
INTERVIEWED

SCIENTIFIC APPLICANTS

EE

ME

1E

PHYS

MATH |[OTHER | TOTAL

a. ACCEPTED

a. ACCEPTED

b. REJECTED

b. REJECTED

L-i

c. DECLINED

c. DECLINED

d. INFO ONLY

REMARKS

d. INFO ONLY

NSA FORM E1403R DEC 59
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APPENDIX 3
SOURCE CODE
Column 1 Recruitment Location Codes
1. AHS
2. NSS
3. Baltimore
4. Vint Hill Farms
5. Ft. Meade
6. Field (Wash. areq)
7. Overseas
8. Field
9. Blank
Column 2 Recruitment Source Reference Code
A. Present or former NSA employee
B. Employee of other government agency
C. United States Employment Agency
D. Maryland Employment Agency
E. Interdepartmental Placement Conference
F. School or college placement office (without

interview with field recruiter)

Professional association or society

Business or industrial organization

Self: Military restoration®

Self: Former military employee of either
NSA or military security agency; e.g., Army
security Agency

Self: Former civilian employee of NSA, or
other agency with either closely related or
allied mission

Self: General job inquiry, either in person
or by mail

High School recruitment program

College recruitment program

Co-op program

Field recruitment for the express purpose of
filling a specific requirement

S. Other (Specify)

AE=ETQ

-

rOvZ %

* Former employee who left NSA for active military duty and who has
restoration rights to a civilian job in the Agency.
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